United States Bankruptcy Court
Eastern District of Missouri

Dana C. McWay
Clerk of Court

PROCEDURES MANUAL
accompanying

LOCAL RULESOF BANKRUPTCY PROCEDURE
Effective
March 31, 2003

Honorable James J. Barta, Chief Judge
Honorable Barry S. Schermer
Honorable Kathy A. Surratt-States
Honorable David P. McDonald

United States Bankruptcy Court
Eagtern Didtrict of Missouri
111 South Tenth Street, Fourth Floor
St. Louis, MO 63102
Www.moeb.uscourts.gov




ACKNOWLEDGMENT
FROM THE
CLERK OF COURT

Dana C. McWay

The United States Bankruptcy Court for the Eastern District of Missouri is pleased to present
this Procedures Manua to accompany the Loca Rules of Bankruptcy Procedure and Loca Forms for
the United States Bankruptcy Court for the Eastern Digtrict of Missouri effective March 31, 2003. This
publication isaguide to this Court’s procedures and is intended to provide the bar and others with
information about operation of the Court and Clerk’ s Office necessary for practice before the Court.
Provisonsin thisManua complement the Court’s Loca Rules by specifying operating requirements of
the Clerk’ s Office as wedll as certain procedurd matters from the Local Rules that are subject to
periodic modification. Because much of thisinformation is updated frequently, the Manud contains
numerous references to items available on the Court’ swebsite. Hyperlinks to such information are
provided in this Manua on-line.

While every effort has been made to make this Procedures Manua a useful and comprehensve
guide to practice before this Court, it is intended as a starting point for research into questions of
bankruptcy procedure. Anyone proceeding in this Court should throughly review:
the United States Bankruptcy Code,
the Federa Rules of Bankruptcy Procedure,
the Federd Rules of Civil Procedure,
the Local Rules of this Court,
the Local Rules of the United States Digtrict Court for the Eastern Digtrict of Missouri,
the Federa Rules of Appellate Procedures,
the Loca Rules of the Eighth Circuit Court of Appeds, and
the Locd Rules of the Eighth Circuit Bankruptcy Appellate Pandl.

ONOOA~AWDNPE

Attorneys should aso review the agpplicable Rules of Professona Responsibility. Unless otherwise
specified, al statutory references are to Title 11 8 8 101-1330 of the United States Code.

Revisons and updates to this publication will be posted on the Court’ s home page on the
internet at (http:Avww.moeb.uscourts.gov). Amendments to any procedures or guiddinesin this
Manud will be made by the Court on notice to the public. Comments regarding this publication should
be directed to:

Clerk, U.S. Bankruptcy Court
111 South Tenth Street, Fourth Floor
St Louis, MO 63102
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| General Information - Court and Clerk’s Office I

L ocation and Divisons

The United States Bankruptcy Court for the Eastern Digtrict of Missouri congists of three divisons.
Eagtern (St. Louis), Northern (Hannibal), and Southeastern (Cape Girardeau). Although the Court
conducts hearings in dl three divisons, the Court maintains a saffed Clerk’ s Office only at the &. Louis
Officein the Eagtern Divison. The address of the Clerk’s Officeis.

111 South Tenth Street
Fourth Floor

St Louis, MO 63102
(314) 244-4500

All documents and pleadings must be filed with the Court in St. Louis unless such documents are
presented to the Court when it isin sesson in ether the Northern or Southeastern division.
Divisond venueis determined by the county in which the debtor resdes. 28 U.S. C. § 105.

Eastern Division (St. Louis) — City of St. Louis, Crawford, Dent, Franklin, Gasconade, Iron,
Jefferson, Lincoln, Maries, Phelps, St. Charles, St. Francois, St. Genevieve, St. Louis, Warren and
Washington.

Southeastern Division (Cape Girardeau) — Ballinger, Butler, Cape Girardeau, Carter, Dunklin,
Madison, Mississippi, New Madrid, Pemiscot, Perry, Reynolds, Ripley, Scott, Shannon, Stoddard and
Wayne.

Northern Divison (Hannibal) — Adair, Audrain, Chariton, Clark, Knox, Lewis, Linn, Macon,
Marion, Monroe, Montgomery, Pike, Ralls, Randolph, Schuyler, Scotland and Shelby.

Divisond venueisindicated numericdly in the case number. Thefirg numericd digit after the year and
hyphen represents the division to which the case has been assigned.

Divisond assgnments are indicated according to the following code:
1- Southeastern Divison 4- 5 - Eagern Divison
2- Northern Divison

The addresses for Courthouses in each division are:



Southeastern Divison Northern Divison Eagtern Divison

U.S. Courthouse U.S. Courthouse 111 South Tenth Street

309 Broadway 801 Broadway Fourth Floor

Cape Girardeau, MO 63701 Hanniba, MO 63401 St Louis, MO 63102
OfficeHours

The Clerk’ s Office is open from 8:30 am. through 4:30 p.m. Monday through Friday except on
holidays or as posted for specid events. A current list of federd holidays is available on the Court’s
website.

The Clerk’s Office asksthat you avoid filing petition(s), especially multiple-debtor cases at
theend of theday. TheClerk’s Office closesat 4:30 p.m. Pleasearrive at least one hour
before closing and or ganize your documents as outlined in the General Filing Requirements
section below.

Court Directory
The phone system is accessible 24 hours aday. If the party you wish to reach is not available, the
voice mail sysem will dlow you to leave a message.

Main number - Receptionist (314) 244-4500
VCIS (Voice Case Information System) (314) 244-4999

Toll free (888) 223-6431
PACER (Public Accessto Court Electronic Records) (314) 244-4988

Toll free (888) 577-1668
Dana C. McWay, Clerk of Court (314) 244-4601
Susan Schmitt, Adminidrative Assstant to Clerk of Court (314) 244-4601
Diana Durkee August, Chief Deputy Clerk (314) 244-4602
Donna Bard, Operations Manager (314) 244-4800
Doris Sillas, Administrative Manager (314) 244-4900
William Wolfenbarger, ITS Manager (314) 244-4700
Sandra Louis, Attorney Advisor (314) 244-4603
Bob Suhre, Director of Case Administration (314) 244-4803
Steve Cruse, Director of Records & Public Service (314) 244-4802
Maitt Parker, Director of Courtroom Services (314) 244-4801
CM/ECF Help Desk (866) 803-9517

To request a hearing date, please contact the following:

JUDGE COURTROOM DEPUTY TELEPHONE




Chief Judge James J. Barta Jonathon Burford (314) 244-4805

Chapter 13 Confirmation Matters Matthew Clear (314) 244-4815

Judge Barry S. Schermer Wynne Abernathy (314) 244-4806
Chapter 13 Confirmation Matters Tina Radosevich (314) 244-4807
JUDGE COURTROOM DEPUTY TELEPHONE
Judge Kathy A. Surratt-States John Howley, Jr. (314) 244-4808
Chapter 13 Confirmation Matters Matthew Clear (314) 244-4815

Judge David P. McDonad John Howley, J. (314) 244-4808
Vigting Judge Susan Schmitt (314) 244-4601

To reach the Judges Chambers, please contact the following:

Chief Judge James J. Barta EvaKinzd (Judicd Assgant) (314) 244-4511
Courtroom Seven South
Judge Barry S. Schermer Barbara Sutton (Judicial Assistant) (314) 244-4531

Courtroom Five North

Judge Kathy A. Surratt-States (Judicid Assistant) (314) 244-4541
Courtroom Seven North

Judge David P. McDonald Bryan Bacon (Law Clerk) (314) 244-4523
Courtroom Five South

| Case Records | nfor mation I

Voice Case Information System

The Bankruptcy Clerk’s Office offers an dectronic voice system which provides calers with basic case
information for bankruptcy casesin the Eagtern Didtrict of Missouri, including: case number, filing date,
chapter, atorney name and telephone number, assigned judge and trustee, Satus of the case, 341
meeting date and closng date. The Voice Case Information System (VCIS) isavailable 24 hours a



day, seven days aweek, and can be accessed by calling (314) 244-4999 or 1(888) 223-6431 from
any touch-tone telephone. Using VCIS, Court records may be searched by name, case number, tax
identification number, or socid security number.

Public Accessto Court Electronic Records (PACER)

Access to Bankruptcy Court records is available 24 hours aday, seven days aweek through PACER
(Public Accessto Court Electronic Records). PACER alows you to retrieve eectronic case
summaries, docket information, and images of certain documents using a persond

compuiter. It dlowsyou to:

. search by party name or case number

. track updates to a case

. get a printed summary of acase

. get aprinted copy of documents in certain cases
. perform other case research

PACER aso alows you access to case information from various U.S. Digtrict Courts and Bankruptcy
Courts across the country.

Subscribing to PACER isfree, but thereis afee of $.07 per viewed or printed page when accessing
PACER viatheweb. The maximum fee per document is $2.10. For more information or to subscribe
to PACER, contact the PACER Service Center, P.O. Box 78054, San Antonio, TX 78278-0549 or
cal (800) 676-6856, or access through the link on the Bankruptcy Court website at
WWW.moeb.uscourts.gov.

CM/ECF

On February 24, 2003, the Bankruptcy Court began using its Case Management (CM) system which
alowsimages of dl documentsto be viewed through PACER. The Electronic Case Filing (ECF)
feature of the CM/ECF system will enable attorneys to file documents eectronicaly over the internet.
For information relative to ECF, please see the Court’ s website.

Public Terminals
The Clerk’ s Office makes available public computer terminas for free access to PACER during normal
business hours. Printing from these terminalsis available for afee.

Internet Website
The Clerk’ s Office has crested an Internet web-ste to disseminate information to the public. The



addressis www.moeb.uscourts.gov.

Copy Service

The Clerk’ s Office offers an on-site copy service through Bankruptcy Services, Inc. (BS).
Bankruptcy Services, Inc. provides case search, copy, fax and other services on afee basisfor the
public. Bankruptcy Services, Inc. may be reached at (314) 244-4940.

Archived Case Files

The Court maintains closed case files for gpproximately one year after the closing date of the case, or
aslong as storage spaceis available. Case files, together with corresponding adversary files are then
shipped to the Nationa Archives and Records Adminigtration in Kansas City, Missouri for storage.
Information is available on cases that have been closed and shipped to the Nationa Archive Center
ether through PACER or by requesting retrieva of the Court file. To retrieve afile from the Nationd
Archive Center, you may request the file in person, by writing to the Court, or by contacting the on-site
copy service, Bankruptcy Services, Inc (BSl). A retrievd fee gpplies. If the Court retrievesthe file for
you, the retrieva fee must be paid in advance when the records request is submitted. 1t will take
approximately 7 to 10 days for the Court to receive the file from the Archive Center.

| General Filing Requirements I

L ocation for Filing

Bankruptcy petitions, pleadings and other documents which are to be filed with Bankruptcy Court for
the Eagtern Didtrict of Missouri (for any divison) must be filed with the Court in &. Louis. Until filing is
permitted dectronicdly, al documents must be filed with the Court in paper format following the
specification of E.D.Mo.L.B.R. 9004-1 and must be accompanied by the number of copies specified
on the Court’s website. Documents may be filed in person during norma business hours a the Clerk’s
Office on the fourth floor of the Thomas F. Eagleton Building, by mail or, through use of the Bankruptcy
Court’sdrop box. Pursuant to E.D.Mo.L.B.R 5005-1 A., facsmilefiling is prohibited. Electronic filing
will be permitted and required in accordance with Administrative Procedures adopted by the Court
under E.D.Mo.L.B.R. 5005-1 D.




Drop Box

The Clerk’ s Office provides a drop box for convenience in filing petitions, pleadings and other
documents with the Bankruptcy Court. The drop box is ble 24 hours aday, seven days aweek,
and islocated at the west entrance of the Thomas F. Eagleton building. The Court retrieves documents
from the drop box severa times throughout the day. All petitions, pleadings, or documents and copies
thereof placed in the drop box must be clock-stlamped immediately before depositing in the drop box.
The clock-stlamp dlows the Court to determine when the petition, pleading or document was tendered
to the Court. The date and time stamped at the drop box will usualy serve asthe date and time filed.
Should any required signatures, fees or other matters be missing, the document(s) will be declined for
filing under E.D.Mo.L.B.R. 5005-1 C. and 1002-1 A.

Required Signatures
The Clerk of Court may decline for filing any petition, pleading or document thet fallsto contain
required signatures. E.D.Mo.L.B.R 5005-1 C.
Required sgnatures include:
1 The sgnature of an atorney or pro se party on any document and pleading filed with
the Court.
2. The sgnature of an attorney on any document requiring such signature.
3. The sgnature of a petition preparer on any document requiring such sgnature
4, The signature of the debtor(s)* on the following documents:.
Voluntary Petition
Corporate or Partnership Declaration regarding Petition
Verification of Creditor Matrix
Declaration concerning Schedules or any Amendment thereto
Statement of Financid Affairs or any Amendment thereto
Applicaion to Pay Filing Feein Ingtdlments
Chapter 7 Individual Debtor’s Statement of Intention
Reaffirmation Agreement
All plans (Chapter 12, 11, 13) and amendments thereto unless debtor(s)’
ggnature is excused by the Court
B Involuntary Petition (origind signature of Petitioning Creditors)
* Inajoint case, the sgnature of both debtorsis required.
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General Format of Pleadings
Locad Rule 9004-1 specifies the required format for pleadings, including content of cgptions, margins
and certificates of service. Loca Rule 9011-1 sets forth signature block requirements.



Exhibit Summary Requirements

Loca Rule 9040-1 provides information on the filing and exchange of exhibits.  With limited exceptions
noted in Loca Rule 9040-1, an exhibit summary form (Loca Form 9) should be used in place of filing
most exhibits with the Court. On request of any party, copies of the actua exhibits are to be provided.

Voluntary Petitions

Federa Rule of Bankruptcy Procedure 9009 prescribes that the Officid Forms“shdl be observed and
used with aterations as may be gppropriate.” These forms are not provided to the public by the Court
but can be obtained from commercid lega printers or office supply stores and are available through the
Court’ swebgte by clicking on “Officid Forms.” They are dso available through various computer
software packages. The forms should be either typed or legibly printed.

To file a complete bankruptcy petition package, the debtor must file the petition, al schedules, the
gatement of financid affairs, and a creditor matrix and verification of matrix. In Chapter 13 cases, the
plan, plan summary, and attorney fee eection form (Local Form 6) must dso befiled. In Chapter 7
consumer cases, the debtor’ s statement of intentions must be filed aswell.  In dl cases, the attorney’s
disclosure under Fed. R. Bankr. P. 2016(b) is aso required at the time of filing the petition.

Order of Complete Petition Package - A complete voluntary petition and accompanying
documents should be arranged in the following order and should be submitted with gppropriate filing fee
or gpplication to pay fee in ingtalments where permitted:

Chapter 7 Cases:

1. Voluntary Petition (Official Form B1)

2. Summary of Schedules (Official Form B6)

3. Schedules“A” - “J (Officia Forms B6A-B6J) (Schedules| & Jare NOT required
for Chapter 7 or 11 Partnership/Corporation filings. Fed. R. Bankr. P. 1007).

4, Declaration Concerning Debtor’ s Schedules (Official Form B6)

5. Statement of Financid Affarsw/Dedlaraion (Official Form B7)

6 Individual Debtor’s Statement of Intentions (Chapter 7) (Official Form B8)

7 Attorney Compensation Disclosure Under 2016(b) (Fed. R. Bankr. P. 2016 b,
E.D.Mo.L.B.R2016-1A)

8. Matrix and Verification of Creditor Matrix. (Local Form 2) (E.D.Mo.L.B.R 1007-2)
(Refer to separate instructions for preparation of matrix on the Court’ s website).

Chapter 13 Cases:
1 Voluntary Petition (Official Form B1)



N

SPENCLES

© © N

Summary of Schedules (Official Form B6)

Schedules“A” - *J' (Official Forms B6A-B6J) (Schedules| & Jare NOT required
for Chapter 7 or 11 Partnership/Corporation filings. Fed. R. Bankr. P. 1007).
Declaration Concerning Debtor’ s Schedules (Official Form B6)

Statement of Financid Affarsw/Dedlaraion (Official Form B7)

Attorney Compensation Disclosure Under 2016(b) (Fed. R. Bankr. P. 2016 b,
E.D.Mo.L.B.R2016-1 A)

Chapter 13 Attorney Fee Election Form (Local Form 6).

Chapter 13 Plan (Local Form 13)

Summary (Anayss) of Chapter 13 Plan-unless part of Plan

Matrix and Verification of Creditor Matrix. (Loca Form 2) (E.D.Mo.L.B.R 1007-2)
(Refer to separate instructions for preparation of matrix on the Court’ s website).

Chapter 11 Cases:

1.
2.
3.

4.

Voluntary Petition (Official Form B1)
Exhibit “A” (Corporate Chapter 11 debtors) (Official Form B1 Ex. A)
Ligt of Creditors Holding 20 Largest Unsecured Claims (Chapters 9 & 11)

(Official Form B4)
Summary of Schedules (Official Form B6)
Schedules*A” -*J (Official Forms B6A-B6J) (Schedules| & Jare NOT required
for Chapter 7 or 11 Partnership/Corporation filings. Fed. R. Bankr. P. 1007).
Declaration Concerning Debtor’ s Schedules (Official Form B6)
Statement of Financid Affarsw/Dedlaration (Official Form B7)
Attorney Compensation Disclosure Under 2016(b) (Fed. R. Bankr. P. 2016 b,
E.D.Mo.L.B.R2016-1 A)
Matrix and Verification of Creditor Matrix. (Local Form 2) (E.D.Mo.L.B.R 1007-2)
(Refer to separate instructions for preparation of matrix on the Court’ s website).

Chapter 12 Cases:

1
2.
3.

4.

o

Voluntary Petition (Official Form B1)

Summary of Schedules (Official Form B6)

Schedules*A” -*J (Official Forms B6A-B6J) (Schedules| & Jare NOT required
for Chapter 7 or 11 Partnership/Corporation filings. Fed. R. Bankr. P. 1007).
Declaration Concerning Debtor’ s Schedules (Official Form B6)

Statement of Financia Affairsw/Declaration (Official Form B7)

Attorney Compensation Disclosure Under 2016(b) (Fed. R. Bankr. P. 2016 b,
E.D.Mo.L.B.R2016-1 A)

Matrix and Verification of Creditor Matrix. (Local Form 2) (E.D.Mo.L.B.R 1007-2)
(Refer to separate instructions for preparation of matrix on the Court’s website).



Minimum Filing to Commence Case

The minimum documents required to commence a bankruptcy case are (1) avoluntary petition; (2) the
required fee or gpplication for payment of fee in ingalments, and (3) the matrix and verification of
creditor matrix. E.D.Mo.L.B.R 1002-1.

Matrix

The matrix must be filed in accordance with the Matrix Instructions on the Court’ s webste and in the
ECF Adminigtrative Procedures. In addition, the following address should be included on the matrix if
the Internal Revenue Service is scheduled as a creditor.

IRS

Insolvency

P.O. Box 66778
STOP 5334STL

St Louis, MO 63166

The Missouri Department of Revenue should belisted on the matrix in a Chapter 13 case, usng
the following address:

Missouri Department of Revenue
Bankruptcy Unit

P.O. Box 475

301 W. High Street

Jefferson City, MO 65105-0475

Oncefiled, the debtor’s matrix is used as the master mailing list for the Court to send noticesto al
creditors and partiesin interest inthe case. Any entity filing an entry of gppearance, request for notice,
or proof of clam isautomaticaly added to the matrix and will be mailed subsequent notices sent by the
Court to dl creditors and partiesininterest.  The Court’s system can provide a printed version of the
updated matrix for use by any party.

Amendmentsto Matrix or Amended Schedules

Any amendment to the debtor’ s schedules or matrix must be made in accordance with E.D.Mo.L.B.R
1009-1. Only changes to the schedules or matrix are to be shown, and the debtor must sgn and filea
verification of the amended schedule or matrix. Any amended matrix must follow the format pecified

for amended matrices on the Court’ s website and in the ECF Administrative Procedures.



Deficiency Notices

The Court sends a deficiency notice when a petition isfiled without dl of the required documents or
when other filing deficiencies are noted. The Court issues the deficiency notice immediately following
receipt of anew petition to indicate what documents are missing or deficienciesexist and the deedline
by which the deficiency must be cured. Fallure to cure the deficiency by filing the missng documents
within the time stated on the notice will likely result in prompt dismissal of the case or reconverson
under E.D.Mo.L.B.R 1019-1 B. unless a motion to extend time for filing has been granted. The Court
issues two deficiency notices. (1) afifteen-day deficiency notice which provides 15 cadendar daysto
file any schedules, the statement of financid affairs,

attorney 2016(b) disclosure, or the Chapter 13 plan, if not filed with the petition; and (2) afive-day
deficiency notice which provides five days if the debtor fails to provide other informetion criticd to the
Court’s commencement of the case.

Deficiencies are issued asfollows

10



5 Business Days Deficiencies: 15 Calendar Days Deficiencies:
. Attorney Signature or a non-attorney . Attorney Disclosure Statement omitted
preparer omitted on anew case
. Any Schedule omitted:
. Equity security holders omitted Schedule A
Schedule B
. Socid Security Number/Tax ID omitted Schedule C
Schedule D
. Exhibit A, Chapter 11 Corp. omitted Schedule E
(publidy held only) Schedule F
Schedule G
. Chapter selection omitted on new Schedule H
petition Schedule |
Schedule J
. 20 largest unsecured creditors
omitted (Chapters 9 & 11 only) . All Schedules A-J omitted
. Application to Pay Filing Feein . Statement of Financid Affairs omitted
Installments (does not reflect total
payment due) . Summary of Schedules omitted
. Application to Pay Filing Feein . All Statements & Schedules omitted
Installments (exceeds 120 days)
. Declarations concerning schedules
. Incorrect fee with the petition omitted
. Chepter 13 Plan & Plan Summary

Deadlinesfor Filing

Deadlines for filing various documents are specified in the Bankruptcy Code, the Federd Rules of
Bankruptcy Procedure, and the Loca Rules of this Court. A chart summarizing various deadlines for
eventsin atypica bankruptcy caseisincluded in Appendix A.

Number of Copies Required

The number of copies required for petitions, schedules, statements, plans, motions, and other
documents is specified on the Court’s website.

Hearings

Available hearing dates may be obtained by contacting the appropriate Courtroom Deputy or by
reviewing available dates on the Court’ swebsite.  The number of days notice of hearing that must be

11



provided is governed by Loca and Federd Rules of Bankruptcy Procedure. Thetimelinein Appendix
A. provides time limits gpplicable to common motions or hearing events. For specific hearing date
avallability and scheduling ingtructions for each Judge, please see the Court’ s website under “Hearing
Dates.”

Transcriptsand Tape Requests

Written transcripts of hearings or audio recordings of a hearing can be obtained by contacting
Courtroom services.  Audio recordings of hearings are provided on compact disk (CD) and

require FTR Gold softwareto listen.  The software is available via a free download from the Court’s
website. Transcript and tape request forms are available from the Court or on the Court’ s website.

| Bankruptcy Fees & Methods of Payment I

Payment of Filing Feein Installments
Filing fees to commence a bankruptcy case by individuals may be paid in installments pursuant to Fed.
R. Bankr. P. 1006(b)(2) and E.D.Mo.L.B.R 1006-1. Loca Form 1 must be used.

M ethods of Payment

Acceptable methods of payment include credit/debit card, cash, check, money order, or cashier check.
Checks shdl be payable to “ Clerk, U.S. Bankruptcy Court.” Checks made payable to a named
person (i.e. “Dana C. McWay”) are not acceptable. Only checks drawn on an attorney’ s account will
be accepted in payment of filing fees. Checks from debtors and 3 party checks will not be accepted.
Credit/Debit card payment isencouraged. Credit/Debit Card Applications may be obtained
through the Court’ s website.

Bankruptcy Fee Schedule
Available on the Court’ s website.

| Rules Governing Practice I
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Local Rules& Standing Orders

Practice before this Court is governed by the Loca Rules of this Court and al applicable authorities
gpecified in the Acknowledgment from the Clerk of Court introducing thisManud. Any Standing
Orders adopted by the Court affecting practice in this Court will be available on the Court’ s webgite.

| Attorney Admission and Compensation I

Admission to Practice

All duly licensed attorneys who are admitted to practice before the U.S. Didtrict Court for the Eastern
Didgtrict of Missouri shall be allowed to practice law before the Bankruptcy Court. ED.Mo.L.B.R
2090-1. Admission to the United States Didtrict Court for the Eastern Didtrict of Missouri is governed
by E.D.Mo.L.R.12.01.

All partnerships, corporations and other business entities (other than an individua conducting business
as asole proprietorship) must be represented by an attorney admitted to practice before this Court
except such entities may gppear and act on their own behaf for the purpose of attending the meeting of
creditors, filing arequest for notice and service of documents, and filing a proof of clam as permitted
under E.D.Mo.L.B.R 9010-B.

An attorney who is not admitted to practice before this Court may be permitted to appear pro hac vice,
but only on motion in accordance with E.D.Mo.L.B.R 2090-1 B. and with payment of required fees.
Such fees are payable to the Clerk, U.S. Digtrict Court, but are to be submitted with pro hac vice
gpplication to the Bankruptcy Court. Instructions for pro hac vice applications are provided on Court's
website and a sample motion is provided in Locad Form 7.

Guidelinesfor Attorney Compensation
Appendix B. contains the Court’s Guidelines for Professona Compensation. Loca Rules 2016-1,
2016-2 and 2016-3 govern the procedures for applications for professona compensation.
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| Meetings of Creditors & Trustee Information I

Required Documentation
In Chapter 7 cases, debtors must bring the following documentation to the 8 341 mesting of creditors:
1 All passhooks, stlatements or other documents setting forth al financia account
ba ances as of date of bankruptcy filing;
2. Current W-2 statements or pay stubs,
3. Copies of most recently filed federal and state income tax returns; and
4, Records of dl red estate owned by the debtor.

In Chapter 13 cases, debtors must bring to the § 341 meeting:
1. Theitems|listed above; and
2. The Chapter 13 trustee’ s question sheet (copies may be obtained from the Chapter 13
Trustee' s Office). Debtors engaged in business may be subject to additiona
requirements by the trustee.

All individua debtors must bring photo identification and proof of socid security number. The following
are acceptable forms of picture identification:

1. driver'slicenseg 4. U.S. passport;
2. federd or state government 1D; 5. military ID; or
3. student ID; 6. resdent alien card.

Acceptable forms of proof of socid security number include an origind:

1. driver'slicense; 5. W-2form;

2. socia security card, 6. Interna Revenue Service Form 1099; or
3. medicare insurance card; 7. Socid Security Administration SSA report.
4. pay stub;

Waiver of Attendance - A request by a debtor to be excused from attendance at the meeting of
creditors must be made in writing to the Office of the United States Trustee and copied to the case
trustee. The U.S. Trustee' s acceptable grounds for waiver include: medica condition, imprisonment
and military assgnment which prevent atendance. Any gpplication for waiver of attendance must
include supporting documentation, e.g., doctor’s letter, court order, or military order. Waiver of
persona gppearance and permission to attend a 341 meeting by telephone must aso be agpproved by
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U.S. Trustee' s Office. To appear by telephone, the debtor must be sworn in and identified by anotary,
court reporter, or other person permitted by law to administer an oath.
Office of the United States Trustee

Assistant U.S. Trustee: Attorneysfor U.S. Trustee:
Peter Lumaghi Martha Dahm (314) 539-2976
111 South 10" Street, Suite 6353 Leonora Long (314) 539-2976

St Louis, MO 63102
(314) 539-2976

List of Trustees - see Court’swebsite for names and addresses of trustees.

| Chapter 13 Procedures I

Chapter 13 Attorney Fee Guidelines

1 Flat Fee Option - Flat Fee. Attorneysfor Chapter 13 debtors who elect the Flat Fee
Option may receive $1,700 (or $1,700 plus the filing feg, if thefiling fee is advanced) without
gpplication to the Court. Effective May 1, 2003, the flat fee increases by $150.00.
E.D.Mo.L.B.R 2016-1 B.

2. Fee Application Option - Initial Fee. Attorneysfor Chapter 13 debtors who elect the Fee
Application Option may receive, without filing afee gpplication, an initid fee of $1,100 (or
$1,100 plusthefiling feg, if thefiling fee is advanced). Effective May 1, 2003, theinitia fee
increases by $150.00. E.D.Mo.L.B.R 2016-1 B.

3. Limited Fee Application. Attorneys for Chapter 13 debtors who eect the Fee Application
Option may use the limited notice provisons of L.R. 2016-3 A. 2 b. for gpplications seeking
additiond feesin acumulative amount tha is not more than $400. All other applications must
be served as specified in E.D.Mo.L.B.R 2016-1 B. 2.

4, Attorney Fees on Dismissal of Case Prior to Confirmation. Unless otherwise directed,
the Court will authorize payment of $1,100 for Chapter 13 debtor’ s attorney on dismissa of a
case prior to confirmation.

5. Payment of Chapter 13 Attorney’s Feesthrough Plan. When paid through the plan,
unless otherwise specified, the Chapter 13 trustee shdl pay debtor’s attorney’ sfees at the rate
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6.

of 35% of funds available for distribution at the disbursement level for secured creditors.

Hourly Compensation for Debtor’s Attorney. Chapter 13 debtor’ s attorney may be
compensated on an hourly basis for representation of the debtor in an appedl.

Chapter 13 Plan and Confirmation

1.

Interest on Secured Claims. The applicable interest rate for secured clamsis published on
the Court’ s website.

Minimum Monthly Chapter 13 Plan Payment. Unless otherwise ordered, the minimum
monthly Chapter 13 plan payment referenced in E.D.Mo.L.B.R 3015-3 H. is $75.00.

Confirmation of Plans. Confirmation of a plan or amended plan may be approved prior to
the confirmation hearing if no timely objectionisfiled. The trustee shal provide a proposed
order confirming the plan or the pre- or post-confirmation amended plan.

Plan Language for Usein Curing Missed Paymentsin Responseto Trustee’'s Motion
to Dismiss. If adebtor seeksto make up missed payments by extending the plan or raising
the amount of future plan payments, or by both extending the life of the plan and the amount of
each plan payment, under E.D.Mo.L.B.R. 1017-2 B., the following format shal be employed
to explain how the missed payments will be made:

a Regular monthly plan payment plus $ per month for months (number of
months) beginning (date).

b. Regular monthly plan payment plus $ per month for the remainder of the plan
term beginning (date).

C. dollarsfor ___ months, then ___ dollarsfor ____ months, then ____ dollarsfor __
_ months with payments beginning . (date)

Chapter 13 Requirements Regarding Motor Vehicles

1.

Insurance. Loca Rule 2015-2 C. requires a debtor in a Chapter 13 case to maintain
insurance on any motor vehicle on which alien exists to secure adebt. Absent agreement
between the debtor and the lienholder, the debtor shall:

a prepay at least three (3) month's insurance on the vehicle;

b. provide for the collision and comprehensive deductible to be $500 and provide for the
insurance policy to name the lienholder as aloss payee. If the security agreement or
other contract requires a deductible lower than $500, such contract will govern the
amount of deductible the debtor is required to maintain during the bankruptcy case.

Vehicle Valuation. Thefollowing policy shdl govern vauation of automohbilesin Chapter 13
cases pursuant to Associates Commercial Corporation v. Rash, 117 S.Ct. 1879 (1997).
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Absent evidence to the contrary, avehicle s vaue will be 95% of the Nationa Automobile
Deders Association (NADA) (Centrd Edition) retall vdue a the time of filing for the first three
years of the vehicle age. For each year thereafter, a 2% deduction would be made from such
vauation to a maximum deduction of 15%. For example, if adebtor files a Chapter 13 petition
in 2003, and owns a 2002 Ford Explorer with an NADA retall vaue of $20,000, it would be
vaued a 95% of this NADA vaue. If the same vehicle was a 2001 or 2000 modd, it would
gill be vaued a 95% of the NADA vaue for such vehicle make, model and year. Theresfter,
the percentage of NADA vauation shall be reduced by 2% per year for each additiona year,
resulting in 93% of NADA vaue for a 1999 vehicle; 91% for a 1998 vehicle, to amaximum
reduction to 85% of NADA vaue.

| Chapter 11 Procedures I

Filing Guiddines

If you believe coordination with the Court is necessary or helpful before filing any substantial Chapter
11 case, please contact only the Clerk of Court at (314) 244-4601. If you have a multiple-debtor case
and will request the estates be proceduraly consolidated, please file your motion for consolidation as
early in the proceeding as possible.

United States Trustee Matters- Initial Debtor Interview

Prior to or promptly after the filing of a case under Chapter 11 or the conversion to that chapter, the
pro se debtor or debtor’ s attorney should contact the Office of the United States Trustee to schedule
the 8 341 meeting of creditors, arrange for an initid debtor interview, and review the United States
Trusteg' s requirements and role in administering a Chapter 11 case. The United Truste€ sroleincludes
reviewing first day motions, professona employment issues, committee formation and other topics
germane to the commencement of the case. The U.S. Trustee will dso assign an andyst and attorney
to each case and will mail notice to each of the 20 largest unsecured creditors concerning formation of
an unsecured creditors committee. At the initia debtor interview, if not addressed in advance, the
U.S. Trustee will review:

the debtor’ s obligation to file monthly operating reports;

the debtor’ s insurance needs,

the U.S. Trustee' s banking guidelines,

the U.S. Trustee' s Fee Guiddines, and

the debtor’ s obligation to pay quarterly feesunder 28 U.S.C. §
1930(a)(6)-

s owdE
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First Day Matters
Typicd firg day mattersinclude:

1
2.

3.

00 N O A

10.

Mation for joint adminigtration;

Application for employment of professonds, including attorneys, accountants, financia
advisors,

Moation to extend time for filing schedules and statement of financid affairs to a specified
date;

Motion for use of cash collaterd;

Mation for post-petition financing;

Motion to pay pre-petition employee wage clams and benefits,

Motion regarding 11 U.S.C. § 366;

Motion to vary from United States Trustee' s requirements (such as maintenance of
exigting bank accounts, existing business forms, cash management systems, investment
procedures, €tc.);

Motion directing banks to honor pre-petition checks; and

Motions to alow debtor to pay certain pre-petition claims and honor certain pre-
petition customer claims (refunds of depogits, warranties, etc.).

Affiliated Debtor Cases

When two or more petitions are pending in the same Court by a debtor and an &ffiliate, the Court may
order the casesjointly administered. The debtor or another party in interest may request joint
adminigtration by motion served upon dl parties on the Master Service List (E.D.Mo.L.B.R. 9013-3

C) or if no such ligt exigts, on those who would be on thelist. The motion for joint administration should
be filed in the case requested to be designated asthe lead case.  Joint administration of a debtor and its
affiliates shdl be a procedurd, and not a substantive consolidation of the cases.

1.

Designation of Lead Case. Unless otherwise dtated in the order granting joint
adminigtration, when multiple affiliated cases are filed, the first casefiled (i.e. the case
having the lowest case number) shdl be designated as the “lead case.”

Docket. A sngle case docket and case file shal be maintained in the lead case after
entry of the order for joint adminigtration.

Style of Court Papers. Pleadings and other documents filed after entry of the order

for joint administration shdl be styled with the caption of the lead case and shdl indicate

that the cases have been procedurally consolidated.

a Documentsfor All Cases. The caption for apleading or other document
filed in jointly administered cases and intended as a pleading for dl ffiliated
cases should follow the designated example in Loca Form 22. The Court will
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docket and file such pleadingsin the lead case.

b. Documentsfor Particular Cases. A pleading or document intended only to
be filed in a particular affiliated case or cases must contain the name(s) of the
particular debtor/case(s) in the caption as described in the examplein Local
Form 22. Such documents will be docketed to, and deemed filed only in, the
designated case.

4. Claims. A separate clamsregigter shdl be maintained for each case. Clams must
specificadly state the name and case number of the debtor againgt which the dlaimiis
asserted. If clams are asserted against more than one of the joint debtors, a separate
origind dam mugt befiled in each case.

Omnibus Objectionsto Claimsin Chapter 11 Cases

If claims or objectionsto clams are smilar or related or are based upon smilar facts or theories of law,
more than one claim may be included within a Sngle objection and served as required by
E.D.Mo.L.B.R. 3007-1 C. Injointly administered Chapter 11 cases, each objection shadl be assigned
aclam objection number by the debtors and shall be numbered sequentiadly and maintained by the
Clerk in asngle daims objection file without regard to the particular estate againgt which the subject
clam is assarted. The debtor shal be respongble for maintaining and distributing (monthly or more
frequently as may be required) a Master Objections to Claims Caendar which shal st forth the
hearing date and time, debtor company name, debtor case number, clamant’s name, clam number,
clam amount, daim classification and cdlaim objection number and shdl indicate if any response has
been recaeived from clamant. Debtor shdl serve the Master Objections to Claims Calendar upon all
parties on the Master Service Ligt, or if none, upon al those who would be on such aligt.

I nsurance Requirements - Debtor -in-Possession
1 General Requirements. The Office of the United States Trustee requests the following from
al debtors-in-possession:

a insure dl estate assats againgt physicad damage and loss with policy limits
covering asset values stated in debtor’ s schedules,

b. maintain liability coverage for operation and businesses;

C. as gppropriate or customary for the industry, maintain additiona types of
insurance (workers compensation, products ligbility, or professond liability);
and

d. require insurer(s) to notify the office of U.S. Trustee of claims or lapse of
coverage.

2. Proof of Insurance. Upon request of an interested party, trustee or U.S. Trustee, the
debtor(s) shal provide proof of insurance, which shdl include a certificate of insurance, binder,
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or other document from the carrier sating amounts, types and period of coverage, and
notification of any secured party asloss payee. Failure to provide proof presumes no insurance
isin effect.

| Adversary Proceedings I

Caption and Designation

Adversary proceedings are assigned a number (separate from the bankruptcy case number) which must
be used in the caption of all adversary proceedings. Captions of adversary proceedings must clearly
reflect the name of the debtor, plaintiff and defendant. E.D.Mo.L.B.R 9004-1 A.

Types of Actions
Pursuant to Federal Rules of Bankruptcy Procedure 7001, an adversary proceeding must be filed when
aparty isseeking to:

1.

Recover money or property, except during a proceeding to compel the debtor to deliver
property to the trustee, or a proceeding under 8554(b) or §725 of the Code, Fed.R.Bank.P.
2017 or 6002.

2. Determine the vaidity, priority or extent of alien or other interest in property, other than a
proceeding under Fed.R.Bank.P. 4003(d).

3. Obtain gpproval pursuant to 8363(h) for the sdle of both the interest of the estate and of a co-
owner in property.

4, Object to or revoke a discharge.

5. Revoke an order of confirmation of a Chapter 11, 12 or 13 plan.

6. Determine the dischargeability of adebt.

7. Obtain an injunction or other equitable rdlief.

8. Subordinate any alowed claim or interest, except when subordination is provided in a Chapter
9,11, 12 or 13 plan.

0. Obtain a declaratory judgment relating to any of the foregoing.

10. Determine a claim or cause of action removed pursuant to 28 U.S.C. §1452.

Summons

Locd Rule 7004-1 requires the plaintiff to submit a prepared summons with the complaint. The
number of copies required is specified above. The Court will determine whether to set the case for a
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pre-trid or trid hearing and the Clerk will issue the summons.

A summonsisonly vaid for ten days following its issuance (Fed.R.Bank.P. 7004(f)). If the ten day
period has passed without the summons being served, the plaintiff should request, in writing, thet the
summons be reissued.

Subsections (4) and (5) of the Fed.R.Bank.P. 7004 govern service on the United States or its agencies
of asummons and complaint and amotion in a contested matters (see Fed R.Bank.P. 9014). Plaintiffs
(or moving parties) should review those Rules carefully.  The most common defect isthat service is not
made on the Attorney Generd of the United States nor on the officer or agency involved. Falureto
effect proper service could jeopardize the plaintiff’s case.

Pre-Trial Conference and Scheduling Order

Orders regarding discovery deadlines, pre-trid conferences, and other matters relaing to tria may be
issued sua sponte by the Court or on motion of a party.

Subpoenas

A party can compel production of documents or attendance of awitness at trid or at a depostion
through use of a subpoena (Local Forms 23A, 23B, 23C). Bankruptcy Rule 9016 incorporates
Federa Rule 45 regarding subpoenas authorizing attorneys is issue subpoenas.  Subpoenas generaly
must be personaly served, and if the witnesses attendance is compelled, the subpoena must be
accompanied by the fee for one day’ s attendance and for mileage. (See Fed. R. Civ. P. 45(b) and 28
U.S.C. §1821). The current statutory witness fee for a non-party witness appearing a Court or for
deposition is $40.00 per day plus mileage a 36 cents per mile.

Stay of Proceeding to Enforce Judgment - (Rule 7062, Rule 9014)
Theten (10) day stay of execution under Fed.R.Bankr.P. 7062 does not apply to orders dismissing a
case.

Default Judgment Procedures

Rule 7055 of the Federal Rules of Bankruptcy Procedure incorporates by reference Rule 55 Fed. R.
Civ. P. which specifies the procedures when a defendant isin default.  Under Rule 55, the plaintiff may
request entry of default by the Clerk of Court by providing the Clerk with an affidavit submitting
evidence to permit entry of the default. Procedura Form 260B provides the format for the Clerk’s
entry of default.  Once the Clerk’ s Office enters a default, the plaintiff may seek a default judgment
from the Court (judge). Although Rule 7055(b) permits the Clerk to enter default judgments when the
amount of the judgment is readily caculable, in thisjurisdiction, default judgments are typicaly granted
only on motion heard by the judge and served upon the defaulting party. In order for the Court to
determine the amount of damages or to establish the truth of any averments, the plaintiff must present
evidence to support the request for default judgment ether by affidavit or by other evidence at hearing.
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To obtain entry of Clerk’s defaullt, the Court requires the following:
1. Request for Clerk’ s entry of default;
2. Affidavit* supporting entitlement to Clerk’ s default; and
3. Form B260 for entry of default.

*The affidavit should contain:
a Date of issuance of the summons;
b. Statement of whether the Court fixed a deadline for filing an answer or motion,
or whether the 30 or 35 day limit applies;

C. Date of service of the complaint;

d. Date of filing of affidavit or return of service;

e. Statement that no answer or motion has been received within the time limit fixed
by the Court;

f. Statement that the defendant is not in the military service (as required by the

Soldier's & Sailor’s Civil Relief Act, 50 U.S.C. App. § 520); and
s} Statement that the defendant is not an infant or incompetent (as required by
Fed. R. Civ. P. 55(b)(1)).

If the Plaintiff isentitled to a default, the Clerk’ s Office will complete the entry of default and return a
copy of the entry of default to the plaintiff.

To obtain the default judgment, the Court requires:
1 Motion for default judgment;
2. Affidavit in support of the motion for default judgment or other prima facie evidence of
movant's case; and
3. Proposed order.
The Court generdly requires proof that the motion for default judgment has been served upon the party
in defaullt.

Return Exhibits Following Trial
The Court will return trid exhibits to the party who submitted the exhibits gpproximately ten (10) days
after entry of the order concluding the matter for which the exhibits were submitted.

Payment of Fundsinto Court Registry
Procedures for payment of funds into the Court’ sregistry (e.g., on interpleader) are provided on the
Court’s website.

| Claims I
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Chapter 7 Cases

Inthisjurisdiction, all Chapter 7 casesinitidly start as no-asset cases. The notice of commencement of
case will specificaly indruct creditors not to file a proof of claim until the Court sends a separate notice
directing clamsto befiled. If the trustee concludes the estate has assets, the Court will send a notice of
asetsto dl parties on the matrix directing creditors to file a proof of claim and setting the date by which
cdamsmus befiled. Upon issuing adeadline for filing dams, the Court will give natice of the deadline
asrequired in Fed. R. Bankr. P. 3002(c)(5).

Chapter 12 and 13 Cases

The deadline for filing claimsin Chapter 12 and 13 cases shdl be as dated in Rule 3002(c) (generdly
90 days after the first date set for the meeting of creditors and 180 days after the order for reief for
clamsfiled by governmenta units).

Chapter 9 and 11 Cases

The deadline for filing daimsin Chapter 9 and 11 cases shdl be as stated in Rule 3003(c) (generdly
within the time fixed by the Court, notice of which must be given as required by 2002(8)(7)).

Claimsfiled by the Debtor

The Clerk’ s Office will send natice of the filing of the proof of claim to the affected creditor, case
trustee, debtor and debtor’ s attorney. This notice describes the amount and type of claim, (secured,
unsecured, etc.), when it was filed, and by whom. It dso explainsthat a proof of clam filed by a
creditor at any time shal supersede the proof of claim filed by the debtor or the trustee.

Unclaimed Funds

Funds for creditors who could not be located by the trustee or which otherwise may be unclaimed or in
dispute may be paid into the Court’ s registry on motion. Payment of funds held in the Court’s Registry
may be made only on order of the Court, and if the request isfor funds held on a particular claim,
gpplication must be made in compliance with the Court’singructions. A form gpplication and affidavit
are available on Court’ s website.

| Appeals I

Notice of Appeal and Process

The Notice of Appeal must be filed with the Bankruptcy Court. Motions for stay pending apped or for
other relief pending apped must ordinarily be presented in the first instance to the bankruptcy judge.
Fed. R. Bankr. P. 8005. An gpped istimely if filed within ten (10 ) days of the date of entry of the
order or judgment being appeded. Fed. R. Bankr. P. 8002(a). Officia Form 17 provides asample
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notice of appeal. The notice of gppea must contain the title and date of the order appeded. A copy of
the order being apped ed should be attached to the notice of appeal and submitted to the Bankruptcy
Court with the appropriate fee. A separate notice of gpped and filing feeis required for each order
being appeded. An apped of an order denying reconsideration or smilar relief may be included in the
notice of gppedl, or amended notice, gppeding the underlying judgment or order. E.D.Mo.L.B.R
8001-1.

Unless either party electsto have the gpped go to the Digtrict Court, the apped will be heard by the
Bankruptcy Appellate Pand. If the gppellant wants the apped to be heard by the District Court, the
gopdlant must file an eection with this Court at the time of filing the notice of gpped. Any other party
seeking to have the appeal heard by the District Court must file an eection with the Bankruptcy
Appdlate Pand within 30 days of service of the notice of apped (28 U.S. C. 8 158(c)). Sample forms
for gppellant’s and gppellee’ s dection to the Digtrict Court are provided in an appendix to the loca
rules for the Bankruptcy Appelate Pand. Thoserulesand ingtructiona manud are available from the
Eighth Circuit Court of Appedswebsite at www.ca8.uscourts.gov.

Appealsto the Bankruptcy Appellate Pand

In an gpped to the Bankruptcy Appellate Pand, appdlant must file with the Bankruptcy Court:

1. A notice of apped (please serve and provide a certificate of service); and

2. The filing fee, payable to the Bankruptcy Court.

All documentsfiled after the notice of gpped should be filed with the Bankruptcy Appellate Pand. The
Bankruptcy Court will assemble the preliminary record on appeal and tranamit it to the Bankruptcy
Appdlate Pand, and the Pand will then issue a scheduling order to the parties.

Loca Rules 8006A and 8007A of the Loca Rules of the United States Bankruptcy Appellate Panel
govern preparation and filing of the record on apped to the Bankruptcy Appellate Pand.

Appealstothe District Court

To agpped to the Didtrict Court, the appelant must file with the Bankruptcy Court:

1. The notice of appedl (please serve and provide a certificate of service)

2. The filing fee, payable to the Bankruptcy Court;

3. The appellant’ s separate eection to have gpped heard by the Digtrict Court; and

4 The U.S. Digtrict Court cover sheet (available on this Court’s website or the webste of the
U.S. Didtrict Court for the Eagtern Didtrict of Missouri (Www.moed.uscourts.gov).

In an apped to the Digtrict Court, unless otherwise designated, al pleadings and documents referenced
in Rule 8006 and Rule 8007 Fed.R.Bankr.P. shdl be filed with the Bankruptcy Court.

The Bankruptcy Clerk shdl transmit the record to the Didrict Court. After transmission of the record
to the Didtrict Court, al pleadings in the gpped shall be filed with the Didtrict Court. Federd Rule of
Bankruptcy Procedure 8006 and 8007 govern appealsto the United States Didtrict Court.

| Mediation I
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Pand of Mediators
Loca Rule 9019-1 provides procedures for mediation. Please see the Court’ s website for alist of the
pand of mediators.

APPENDIX

A. Time limits and Deadlines (for various eventsin atypica bankruptcy case)
B. Guiddines for Compensation of Professonds
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EVENT
INITIAL MATTERS
Petition Filed

Interim Trustee Rejection or
Acceptance

Schedules, Statements

Deadlinefor Filing of
Statement of Intention (if

necessary)

8§ 341 MEETING
Section 341 meseting -
Ch.7,Ch. 11

Section 341 meseting -
Ch. 12

Section 341 meeting -
Ch. 13

Notice to Court of date for
Meeting of Creditors -
Ch. 11

Deadline for objections to
exemptions

APPENDIX A

Chronology of Eventsin a Typical Case

Common Deadlinesand Time Limits!

5 days (after notice of
appointment)

15 days

30 days after petition or by
date of § 341 mesting
(whichever is earlier)

Set within 20 - 40 days

20 - 35 days

20 - 50 days

No later than 5 days after
entry of the order of
conversion

30 days (after conclusion of
8§ 341 meeting or after filing
supplemental schedules or
any amendment to
exemptions)

RULE OR STATUTE

Fed.R.Bankr.P. 2008

Fed.R.Bankr.P. 1007(c)

11 U.S.C. § 521(2)(A)

Fed.R.Bankr.P. 2003(a)

Fed.R.Bankr.P. 2003(a)

Fed.R.Bankr.P. 2003(a)

L.B.R. 2002-2 C.

Fed.R.Bankr.P. 4003(b)

1 Unless otherwise stated, times listed are measured from date of petition.
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EVENT

DISCHARGE
Deadline for § 8 523(c) or
727(a) complaint, or

§ 707(b) motions

Discharge

Extended deadline to object
to dischargeinaCh. 7 case
and object to
dischargesbility ina Ch. 7,
11 or 12 case

CLAIMS
Bar date for filing proofs of
clam-Ch. 7,13, 12

Bar date for filing proofs of
clam-Ch. 11

Bar date for filing
governmentd proof of clams

Minimum notice of bar date
-Ch. 11,9

Exchange copies of proof of
clam and exhibits

TIME

60 days (after first date set
for section 341 meeting)

Forthwith (after expiration of
time for complaint to
discharge)

60 days after the rescheduled
8§ 341 meeting if continued
before commenced

90 days (after first date set
for 8 341 meseting or after
notice of assetsin Ch. 7
cases

Date set by Court and 30
days after notice to newly
added creditors, or after
order on rejection or
avoidance

180 days (after the relief
ordered)

20 days

7 days after request

Procedures Manua p. 27

RULE /STATUTE

Fed.R.Bankr.P. 1017(e)(1)
4004(a), 4007(c)

Fed.R.Bankr.P. 4004(c)

L.B.R.2003-1D.

Fed.R.Bankr.P. 3002(c)
Fed.R.Bankr.P. 3002(c)(5)

L.B.R.3002-1B. 3
L.B.R.3002-1D.

Fed.R.Bankr.P. 3002(c)(1)

Fed.R.Bankr.P. 3003(c)

L.B.R. 3001-1B.



EVENT

Hearingson clam
objections, Ch. 7, 12, 11

Responsesto clam
objections, Ch. 7, 12, 11

Hearingson clam
objections, Ch. 13

Responsesto clam
objections, Ch. 13

ATTORNEY
COMPENSATION
Attorney 2016(b) disclosure

Objections to compensation,
Ch.7,12,13

Objections to compensation,
Ch. 11

Notice of hearing on
gpplicationsfor
compensation, Ch 7, 12, 13

Notice of hearing on
gpplicationsfor
compensation, Ch. 11

CHAPTER 12
Objections to confirmation,
Ch. 12

Debtor to tender $500.00 to
Ch. 12 trustee

CHAPTER 13

TIME

30 days notice

5 days before hearing

30 days notice

20 days after service

With petition and within 15
days of additiond fees

20 days after service of
gpplication

10 days before hearing

30 days Negative Notice

30 days minimum

21 days after service of plan

No later than 5 days after
appointment of trustee
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RULE /STATUTE

L.B.R.3007-1 A.

L.B.R. 3007-1 A.

L.B.R. 3007-1B.

L.B.R. 3007-1B.

L.B.R. 2016-1 A.

L.B.R. 2016-1C. 1

L.B.R. 2016-1C. 2

L.B.R.2016-1D. 1

L.B.R. 2016-1D. 2,
2016-2 C.

L.B.R. 3015-1 C.

L.B.R. 2015-1 A.



EVENT

Ch. 13 Pan

Debtor must begin making
payments under proposed
Ch. 13 plan

Service of Ch. 13
confirmation order

Objectionsto Ch. 13
confirmation

Hearings on confirmation of
amended Ch. 13 plan, and
deadline for objections

Hearings on motionsto
amend confirmed plans and
deadline for objections

Turnover of collaterd in a
Ch. 13 case

CHAPTER 11

End of exclusve period for
Ch. 11 debtor tofile
disclosure satement and
plan

Notice of the hearing on
disclosure statement - Ch.
11

Notice of confirmation
hearing - Ch. 11

Objections to disclosure
statement, Ch. 11

TIME

15 days

30 days after filing of plan

5 days after entry

21 days after service of plan

21 days after service of plan

21 days after service of plan

45 days after petition

120 days

25 day notice

25 days

5 days before hearing

25 days notice
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RULE /STATUTE

Fed.R.Bankr.P. 1007(c),
3015(b)

11 U.S.C. § 1326(a)(1)

L.B.R.3015-1D.

L.B.R. 3015-4 F.

L.B.R. 30154 G.
L.B.R. 30154 H.

L.B.R. 3015-5B.
L.B.R.3015-5C.

L.B.R.3015-3D.

11U.S.C. §1121(c)(2)

Fed.R.Bankr.P. 2002(b)(1),
3017(a)
L.B.R. 3017-1D.

Fed.R.Bankr.P. 2002(b)(2)
L.B.R. 3017-1D.



EVENT

Hearings on disclosure
statement, Ch. 11

Summary of Ch. 11 bdlots
Preservation of Ch. 11
bdlots

Objectionsto Ch. 11 plan

Hearings on confirmation of
Ch. 11 plan

Service of Ch. 11
confirmation order

Application for fina decree,
Ch.11

Objections to gpplication for
final decree

Proposed hearing agenda -
Ch. 11

MOTIONS & MISC
Hearings on motions for
relief

Response to motion for relief

Response to motions to
avoid lien

Hearings on motion to avoid
lien

TIME
3 days before confirmation
hearing

2 years after confirmation

5 days before hearing

20 days notice

5 days after entry

3 months after order of
confirmation (or status report
every 4 months theresfter)

30 days after service of
gpplication

2 days before hearing

20 days notice

5 days before hearing

20 days after service

10 days notice

30 days after service
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RULE /STATUTE

L.B.R. 3017-1 C.

Fed.R.Bankr.P. 2002

L.B.R. 3020-1 A.

L.B.R. 3020-1 B.

L.B.R.3020-1 C.

Fed.R.Bankr.P. 2002

L.B.R.3020-1D.

L.B.R. 3022-1 A.

L.B.R. 3022-1 B.

L.B.R. 9013-3 B.

L.B.R. 4001-1 B.

L.B.R.4001-1D.

L.B.R. 4003-2 B.



EVENT

Objectionsto fina report,
Ch.7,12,13

Withdrawd of reference

Response to motion to
withdraw reference

Objections to abandonment
of assats
Responses to motions for

summary judgment

Replies to responsesto
motions for summary
judgment

Service by mall, facamile, or
dectronic tranamisson

Responses to mations,
gengrdly (when set for
hearing)

Responses to mations,
gengrdly (when set on
negative notice)

Memoranda of law

Demand for jury triad
Response to demand for jury
tria

Schedules, Statements and
Maitrix filing in a converted
case

Objection to Rule 2004

TIME

10 days after last pleading

10 days after service

15 days after trustee’ s report

20 days after service

5 days after service

3 additiona days

5 days before hearing

20 days after service

5 days before hearing
10 days after last pleading
10 days after service of

demand

No later than 5 days after
entry of conversion order

No later than 5 days after
sarvice of the mation
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RULE /STATUTE

L.B.R. 4003-2 B.

L.B.R.5009-1A., B., C.

L.B.R.5011-1 A.

L.B.R. 5011-1 B.

L.B.R. 6007-1

L.B.R. 7056-1 E.

L.B.R. 7056-1 F.

L.B.R. 9006-1 A.

L.B.R. 9013-1 B.

L.B.R. 9013-1 B.

L.B.R.9013-1D.

L.B.R. 9015-1 A.

L.B.R. 9015-1 B.



EVENT

motions

ADVERSARIES

Proof of sarvice of summons

Exchange exhibits and
witnesslist

Ddiver exhibits and witness

lists to court
Objectionsto exhibits

Settlement conference
Deadline for discovery

responses (when tria
SUMMonNs issued)

MEDIATION
Sdect amediator

Memorandum regarding
mediation
Mediator’ s report

Statement of pogition for
mediator

Stipulation for settlement
following mediation

REINSTATEMENTS
Motionsto reingtate

TIME

10 days before hearing date

10 days before tria

3 days beforetria

3 daysbeforetrid

No later than 2 weeks of
answer

20 days after service

7 days after order for
mediation

14 days after order for
mediaion

5 days after mediation

5 days before mediation

10 days after mediator’s
report

10 days after entry of
dismissa order
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RULE /STATUTE

L.B.R. 1019-1 A.

L.B.R. 2004-1 C.

L.B.R. 7004-1 B.

L.B.R. 7016-1 A.

L.B.R. 7016-1 A.

L.B.R. 7016-1 B.

L.B.R. 7016-1C.

L.B.R. 7026-1 C

L.B.R.9019-1A. 2

L.B.R.9019-1A.3

L.B.R.9019-1A. 4

L.B.R. 9019-1 E.



EVENT TIME RULE /STATUTE

10 days after entry of L.B.R. 9019-1G.
Motions to reinstate after dismissd order
dismiss for falure to make
Ch. 13 plan payments &
payment to trustee
L.B.R. 9024-1 A.
Ch. 13 trustee’ s response to 10 days after service of
motion to reindtate motion
L.B.R.9024-2 A.

EXHIBITS

Exchange of exhibits, when 3 days before hearing

requested

Ddivery of exhibitsto court, L.B.R.9024-2 A.
when a issue 3 days before hearing

ORDERS
Proposed orders

At filing of motion, tc. L.B.R. 9040-1 C.
Alternative proposed order

3 days after tender of

disputed order L.B.R. 9040-1 C.

NEGATIVE NOTICE

Hearings on Negative Notice

(compe abandonment, avoid 10 days

liens, find report, and L.B.R. 9050-1 A.
dismiss Ch. 13)

L.B.R. 9050-1 A.
Hearings on Negative Notice
(convert, Ch. 7 or 11,
dismissCh. 7, 11, 12, fee 20 days
applications, Ch. 7, 12, 13,
and in Ch. 13: tax refund, L.B.R.9061-1D. 1
incur debt, sell)

Hearings on Negative Notice

(Ch. 13 clam objections)
30 days
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EVENT TIME RULE /STATUTE

Certification of no response L.B.R. 9061-1D. 2
(Negative Notice)

5 days after response

deedline

L.B.R.9061-1D. 3

L.B.R. 9061-1 E.
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APPENDIX B

Guidelines for Compensation of Professionals

Pursuant to Locd Rule 2016-1, the following Guideines for Compensation of Professonds gpply in dll
bankruptcy cases in the Eastern Didtrict of Missouri except as noted for certain feesin Chapter 13 cases.

A.

Time Recordsin Support of Fee Applications. Time records for which compensation is sought
should be kept contemporaneoudy with the services provided and must identify the professiona
performing the task, the professond’ s hourly rate, and the length of time of the task expressed in tenths
(1/10ths) of an hour. Services may not be “lumped” together unless distinct tasks performed in a project
do not exceed .5 hours on adaily basis. All time entries must include a detailed description of the
sarvices performed organized in chronologicd order. All gpplications must contain activity descriptions
with sufficient detail to alow the Court to determine if the requested time and service is actud, reasonable

and necessary.

Content of Application. All gpplications for compensation must:
1 Contain information about the applicant, including:
a the date the bankruptcy petition was filed,
b. date the order of employment was approved,
C. identification of party represented,
d terms and conditions of employment and compensation, including sources and amount of
any retainer, and
e the time period covered by the application.

2. Indicate:
a whether application isinterim or find,;
b. the dates of previous orders on interim applications,
C. the amounts requested and alowed,
d the amounts paid and any amounts remaining unpaid.

3. Provide information on the status of the case including, in Chapter 11 cases.
a whether dl quarterly fees have been paid,
b. whether dl monthly operating reports have been filed, and
C. the amount of cash on hand or deposit.

Items 1-3 may be provided in summary format following or supplementing Local Forms4 and 5,
“Summary of Fee Application.”
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Address the twelve factors from Johnson v. Georgia Highway Express, Inc., 488 F2d 718 (5th
Cir. 1974) with abrief narrative of significant eventsin case during period covered by application
and a summary of magjor activity under each project category.

Include time records as an exhibit.

Time Limitations and Descriptions. Time entries should follow the following format:

1.

N

conferences and telephone cals should identify the participants and primary subject of the
communicaion;

drafting or reviewing documents should identify the document involved by title or subject métter;
research should describe the research performed and its purposeg;

court hearings should describe the purpose of the hearing and if more than one professiond
attends a hearing or conference, the application must explain the need for multiple attendees;
travel shdl be limited to 50% of the professiond’s hourly rate; actua work performed during
travel is excluded from this limitation.

Expenses. Supporting documentation is required to be retained for al expensesin excess of $25.00.
Copies of supporting documentation should not be filed or served with gpplication except, when
requested, copies should be served on the Office of the United States Trustee.

1

Allowed Expenses

. copying/duplication costs

. long-distance phone charges

. postage

. facamile charges reflecting long distance telephone charges
. deposition and transcript fees

. filing fees

. witness fees

. service fees and other court costs

. travel expenses - including reasonable med and lodging costs
. trangportation (ar - coach, taxi fares, parking, tolls, and non-local mileage a IRS rate)

Excluded Expenses Thefollowing are overhead expenses and are not compensable without
consent of the Court: al continuous adminigirative or generd costs of operating applicant’s office,
including word processing, secretarid time and overtime, pardegal overtime, office supplies, rent,
utilities, equipment, furnishings, insurance, monthly cellular phone charges, library fees, taxes,
messenger/express mail delivery charges, and computer research charges.
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